DEFARTMENT OF AACHIVES AND HISTORY

{3/] APPLICATION FOR RECORDS RETENTION SCHEDULE ! AR eRY B CRETARY OF SYATE
Do RcCGRuS MANAGEMENT DIVISION

INSTRUCTIONS: See Put ‘cation No. 76—AM—1 for instructions on completing this form. Forward signed original to
. Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section.

FOR AGENCY USE 1. Aggﬂcy Address FOR RECCRDS MANAGEMENT USE
Application Dete Ga. Department of Corrections Aophication Number )
Facilities Division
. Inmate Affairs Section 86 - Ll
Applicsticn Number 2 Martin Luther King Jr. Dr., ‘East Tower DoﬁiEﬂclawd Dets Compteted
Atlanta, GA 30334 : 23 1985 1 WAR 31985
2. Person to Contact Working Title Telephons Numbar
' Susan Davis - ' Records Managfament Officer - - 656-5561

3. Action Requested
3. @ Essbusn Retsntion dedule record will continua to accumulate,
‘B 'O Dispose of present accumulation; no further sccumulation anticipated.
Amend Appticatien No. . _______ Chack One: ] Change; (I Supercege: [J Void

4. C Dm: of Serias 5. Records Sariss Title (followed by title used in office; if giffarent)
Earliest Latest
Inmate Correspondence
ta la[-z 2. | Present Monthly Summary Report File
6. Division and Office Function What is the function of the Division and the Office in whu:h this record series is creatad? )

The Inmate Affairs Seétion’ handles all complalnts, grievances, and correspondence
generated by the inmate population. The section investigates and assists in the -
resolutlon of inmate problems and ensures the ava1lab111ty of formal chanmnels of

communication and conflict resolution. \i\ N

R

7. Record Seriss Description This fils contains the following documents finclude form numbers and titles, if any):
Attach samples of the file.

Documentsrelating to: Recording the number of complaints, grievances and correspondence
generated by state inmates per month, listed by institution.

Included are: Monthly summary repoft listing total number of grievances, disciplinary
Appeals, life endangerment charges, medical complaints and general correspondence
from state inmates, N

File is arranged: Chronologically by mpntil. = ' o -

8. Monthiy Raferance Rate How cftan are records referrad to wnich are:

One to six months old R - B Sasen to twe!va rnomh o!d _/_....., Thrrt"sn to twentv-four monthseoid ___ 0 _, .
mnw -fiva months and alder .._.E_._._ :

9. Anmat Ratw of Accumuiation of Recards
Lettersize crawsrs . : y Loga!-_sn_za drawers _L%J_LA._, Shelves

e . . .

Al R Fa. &a A

: Other fspecify}




2. Is this the official copy of the series? : . -
X Jf not, wharsg is jt2 :
’ T b. Daes the series contain mnfldenﬁal mforrnanon requiring security handtmg? If yes, cits law or requhtmn

¢ Is this a vital record?
d. Does this.sefies have historical of long term research vaiue?
e. When one or two documents in the fils maka it necessary to keap the entire fils for a long period, could these

N § A docurrents be scheduied separataly?

X £, Istha information contained mmmmmmm_mjmmmmﬁw_agdumn_m_&&;_.

g. Is the information contained in this series ever analyzed and/or recorded in a summarized report?

tad Ead B

X 1§ yes. arzach copy, Quarterly Report to Board of Corrections.
h. Is there a duplication of this series in your offics, or in another offics or agency?
X i ves where? Deputy Commissioner of the Facilitjes Divisjon
: X |_i lsthis series for 2 maeior porgon of it} reqularly microfilmed?
X | i Doesthe record series result in a computer arintout?
11. Retention Requirements The following requires the series to be kept:
‘2. State Law - ' 4% . years, d. Audit period e yesrs.
b. Statute of limitation , years. & Administrative need 1 years.
¢ Federal law vears. ' . Federal retsntion instructions years.

Artach capy or excert of laws or regulations. Explain administrative need. /
e.Needed for reference until Quarterly Report to the Board of Corrections is compiled. " - i
a.These reports provide a history of the number of grievances filed during specified periods.

The Department of Law recommends a four—year retention perlod for these records in the’
event charges are filed relating to continying mistreatme
12. Approved Dispasition Irnru.-.ﬁm This agancy recommends that tha file series ba cut off at the end of esch:

@ Calendar Year; O Fiscal Year; O Other then,

I Ho!d in the current files area year(s); then

0) Transfar to local holding area; hold
O Transfer to State Records Canter; hold
& Destroy.

D) Transfsr to Stats Archives for permanant ratention.
O Other [Specify)

These instructions apply to all prior and futurs accumulations of the series.

} Date Records Managemant Officnr  {Sigriature) Date
) r
X ~ ' Ao / Z/f]a‘&
: : . Stats Records Committee [Signaturel '

Recommendations in pars- Posi T

graph 12 are approved. State Auditor/Designes < W [/ v éé ,
{if disspproved, attach Iemr : f e
of explanston.) ) Sacratary of State/Designes W 1 1/3&/ {

, ; = -

- Attomey Gensral/Designes
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